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Newport Pagnell Medical Centre

Job title:			Data Quality Administrator
Reports to:			Data Quality Team Leader/Clinical Quality Lead

Job Summary
Work within the Data Quality Team; scanning documents, Read coding and summarising medical records within the practice clinical system (SystmOne). Follow practice protocols to maintain a high standard of quality and consistency. Ensure that patients’ medical history is accurately recorded and readily accessible to clinicians. Pass relevant information to clinicians and other administrative teams to support efficient processes and best patient care. Participate in the daily rota, prioritise and share tasks within the team to ensure that all work is completed promptly.
Main Duties
Scanning Documents
· Open and sort the internal mail, redistributing to other departments as necessary.
· Scan all incoming patient correspondence (including internal mail, external mail and fax) onto the clinical system.
· Import electronic documents from NHS Mail and within SystmOne.
· Process all patient documents and file to the patient’s electronic record.
Forwarding Documents
· As part of the Multidisciplinary Team around the Doctor, assess all documents to establish whether they need to be actioned or viewed by a clinician. Flag for action or information accordingly and forward to the appropriate member of staff or team if necessary.
Read Coding
· Enter relevant information from patient correspondence into the patient’s record using appropriate Read codes. Keep the patients’ records up to date and maintain a high standard of data quality.
· Be aware of QOF and Enhanced Service requirements, and use Read codes accordingly.
· Help to direct future patient care by updating recalls and waiting lists, and creating scheduled tasks.
Summarising Records
· Log the arrival of new patient records on the clinical system.
· Cull and sort new patient’s paper records; file and label in line with practice and storage facility specifications.
· Summarise new patients’ records, extracting all clinically relevant information from previous paper and electronic records and restructuring existing electronic records to produce a comprehensive electronic summary. 
· Ensure that all data is entered into the clinical system in the correct format, to enable clinicians to access accurate patient information with ease.
Other Duties
· Register new babies onto the clinical system.
· Deduct patients who have died from the clinical system.
· Action GP2GP record transfers.
· Monitor the practice NHS Mail account and forward/action emails appropriately.
· Notify the practice Safeguarding Team when relevant information is received.
· Pass patient information to other health and social care organisations in accordance with information governance guidelines.

Confidentiality
· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters. They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.
· In the performance of the duties outlined in this Job Description, the post-holder may have access to confidential information relating to patients and their carers, Practice staff and other healthcare workers. They may also have access to information relating to the Practice as a business organisation. All such information from any source must be regarded as strictly confidential.
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the Practice may only be divulged to authorised persons, in accordance with the Practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.

Health & Safety
The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the Practice Health & Safety Policy, to include:-
· Using personal security systems within the workplace according to Practice guidelines.
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks.
· Making effective use of training to update knowledge and skills.
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards.
· Reporting potential risks identified.

Equality and Diversity
The post-holder will support the equality, diversity and rights of patients, carers and colleagues, to include:-
· Acting a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with Practice procedures and policies, and current legislation.
· Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues.
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.

Personal/Professional Development
The post-holder will participate in any training programme implemented by the Practice as part of this employment, such training to include:-
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development.
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.

Quality
The post-holder will strive to maintain quality within the Practice, and will:-
· Alert other team members to issues of quality and risk.
· Assess own performance and take accountability for own actions, either directly or under supervision.
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance.
· Work effectively with individuals in other agencies to meet patients’ needs.
· Effectively manage own time, workload and resources.

Communication
The post-holder should recognise the importance of effective communication within the team and will strive to:-
· Communicate effectively with other team members.
· Communicate effectively with patients and carers.
· Recognise people’s needs for alternative methods of communication and respond accordingly.

N.B.	This job description is a reflection of the current position and the post holder should expect that it may be subject to variation from time to time.
Person Specification
	
	ESSENTIAL QUALITIES
	DESIRABLE

	Education/
qualifications 
	Good standard of education, literate and numerate. 
Excellent written and spoken English.
	

	Skills Abilities
	Excellent attention to detail. 
Accurate and efficient data input.
Ability to extract pertinent information with speed and precision.
Good communication and interpersonal skills.
Organised and flexible approach to work, ability to plan ahead and prioritise.
Ability to take in new information and adapt to changing procedures.
	Proficient in the use of Microsoft Office Word and Excel.

	Experience
	Experience of office environment.
Experience of electronic data entry/administration.
	Experience of clinical environment, particularly NHS general practice.
Experience of using SystmOne.
Experience of using CTV3 codes.
Experience of summarising records.

	Knowledge
	Knowledge and understanding of confidentiality issues.

	Knowledge of medical terminology and clinical terms.
Knowledge and understanding of data protection issues.

	Disposition
	Good team player.
Ability to use initiative and work independently.
Enthusiasm, commitment to self-development. 
Proactivity, motivation to innovate and develop team and practice procedures.
Sensitivity to the confidential and personal nature of patient records. 
High level of personal integrity.
Reliable, good attendance record.
	Understanding of current key health issues.
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